[image: image1.png]



Michigan Rehabilitation Services
Report Procedures & Instructions
Updated October 11, 2006

COMPREHENSIVE INDEPENDENT LIVING /
CENTERS FOR INDEPENDENT LIVING (IL/CIL) GRANTS
	
FY 2006 YEAR-END REPORTS




Table of Contents

    Page

I.
DESCRIPTION OF REPORTS AND INSTRUCTIONS:

A.
Introduction: Michigan CIL Year-End Reports
3

B.
Coordination with Federal Section 704


Annual Performance Report
4

C.
Coordination and Submittal of Reports
6

D.
Listing and Instructions for Reports
7


  1.  CIL Profile
9


  2.  Service Area
15


  3.  Organizational Chart
17


  4.  List of Board Members
17


  5.  Board and Staffing Summary
18


  6.  Bylaws, Board Procedures, and Personnel Policy
18


  7.  Budget and Funding Summaries
19


  8.  Network Service Data Reports
21


  9.  Summary of Consumers Participating in CIL Services
25


10.  Racial Composition
27

`
11.  Michigan CIL Benchmarks Self Assessment
29


12.  Business Plan Summary
31


13.  CIL Profile and Service Area Approval Forms
33

II.
REPORTING FILES AND FORMS


(These are forwarded in separate files and are not attached to this document.)

    IL/CIL Reports



Report Type
· Information for CIL Profile






MS Word narrative file

· Service Area









Excel workbook data file

· Board and Staffing Summary






Excel workbook data file

· Budget and Funding Summaries





Excel workbook data file

· Network Service Data Reports





Excel workbook data file

· Summary of Consumers Participating in CIL Services
Excel workbook data file

· Racial Composition








Excel workbook data file

· Michigan CIL Benchmarks



- Self-Assessment







Excel workbook data file

· Business Plan Summary







Narrative Outline Format

· CIL Profile Approval Form





MS Word document file

· CIL Service Area Approval Form
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A.
INTRODUCTION: MICHIGAN CIL YEAR-END REPORTS
This transmittal presents procedures and instructions for Year-End Reports from Michigan’s Centers for Independent Living (CILs).  Although a few of the report formats are included with these instructions, most are provided in separate MS Word and Excel files.  

The CIL Year-End Reports constitute a single comprehensive set of reports submitted following the end of the fiscal year that, in combination with the federal Section 704 Annual Performance Report, provide all annual information and data required for state-level program development and administration.  This includes information needed by the State Plan for Independent Living Partners (the Statewide Independent Living Council, Michigan Rehabilitation Services, and the Michigan Commission for the Blind) and the Disability Network / Michigan.  The five major purposes of the CIL Year-End Reports are to:

1.
Provide the SPIL Partners and DN/M with specific data and information needed to meet federal, state, legislative, and public reporting expectations;

2.
Provide the SPIL Partners and DN/M with a basis for statewide program planning, development, and evaluation, including collaboration with other IL Partners;

3.
Promote an identified level of statewide consistency in CIL planning, development, and program accountability;

4.
Provide each CIL with data and information useful in local marketing, public relations, and accountability; and,

5.
Provide information that can, in the future, be formatted and made generally available on an internet site.

B.
COORDINATION WITH FEDERAL SECTION 704 ANNUAL PERFORMANCE REPORT
The IL program is the result of a collaborative federal, state, and private-sector partnership.  The shared expectation is that each CIL has a single set of strategic, business, and annual work plans, in whatever format the CIL chooses.  This single set of plans is to be consistently reflected in all the CIL’s applications and reports to various federal, state, local, and private funding sources.

Federally funded CILs are required by the federal Rehabilitation Services Administration (RSA) to file the Section 704 Annual Performance Report.  This report reflects the federal standards and indicators for CILs, and establishes the database used for the national State Independent Living Services (SILS) and Centers for Independent Living (CIL) programs.  Information and commitments provided by a CIL in its Section 704 Report represent the key components upon which the federal/state/local/private partnership is built.  To be consistent with the national program requirements and to promote efficiency in CIL administration, the SPIL Partners have agreed, whenever possible, to use the Section 704 reporting and data formats for the IL/CIL grant applications.

The procedures and forms in this transmittal have been directly linked to those of the federal Section 704 Annual Performance Report.  However, a new revision of the Section 704 Report is to be issued by the federal Rehabilitation Services Administration (RSA) for use in reporting on FY 2006.  Once that is issued, if limited changes are needed in the IL/CIL Year-End Reports to assure basic consistency with the new Section 704 Report, late changes will be made and communicated to you.  It is anticipated that comprehensive changes will subsequently be made in the IL/CIL Year-End Reports for FY 2007 to assure consistency with the revised federal Section 704 Report. 

Coordination of CIL report information involves simultaneous tracking and reporting of data for two fiscal years.  The Section 704 reports are annually submitted to the federal Rehabilitation Services Administration in December of each year.  At that time, they include performance data for the previous fiscal year, some organizational data and information, as well as planning information, for the current fiscal year. 

The Federally funded CILs are asked to forward electronic copies of their Section 704 reports to SILC and MRS at the time they file them with RSA.  Other Michigan CILs, community IL initiatives, and developing CILs are also asked to complete and submit Section 704 reports to MRS and SILC, even if they are not yet providing services.  

A few months later (about April), when IL/CIL applications are submitted to MRS, the Section 704 reports are incorporated by reference and made part of the IL/CIL applications.  A copy of the Section 704 report is submitted as an attachment to the IL/CIL grant application.  At this time, applicants may find it necessary to include brief supplemental narratives updating and explaining the relevance of the Section 704 reports.  Because the Section 704 reports are completed three to six months earlier than the IL/CIL grant applications, some of the information or plans may need amplification or correction.  Some interpretation or explanation may also be needed in order to apply the Section 704 content to the IL/CIL application.  This can be provided in a brief, supplemental narrative included as a preface to the Section 704 report.

Completion of the CIL Year-End Reports by November 15th is intended to serve as partial preparation for completion of the Section 704 Annual Performance reports.  The CIL Year-End Reports include data and information that are not included in the Section 704 Report or not included in the format needed at the state level.  It is expected that copies of the completed Section 704 reports will be received by SILC by November 15th.

C.
COORDINATION AND SUBMITTAL OF REPORTS
Upon receipt of these instructions, each CIL is to designate an individual to serve as Reports Coordinator.  The Reports Coordinator will be responsible for coordinating timely submittal of all required Year-End Reports and will be the primary contact concerning report submittal.  The name and contact information for the Reports Coordinator is to be forwarded to:





Karen Kraft, Association Executive Director





Disability Network/Michigan





1476 Haslett Road





Haslett, Michigan 48840





E-mail: karen@dnmichigan.org 

The Michigan CIL Year-End Reports are to be submitted by e-mail or disk to the same address by November 15th.  They are to be submitted in the specific file formats identified in the following instructions.  Each CIL will be provided with a disk containing these formats and reporting files.  They include:


1.
Excel Workbook Data Files.  The CIL is to enter data as instructed and e-mail the competed files, or provide them on disk.


2.
Microsoft Word Narrative Files.  A few narrative outlines are provided in the following instructions, and a couple narrative forms are included with the files provided to each CIL.  All narrative reports are to be e-mailed or provided on disk in MS Word format.


3.
Html Files.  Some information (such as organizational chart) may be more readily available in html format than as a graphic in a MS Word narrative file.  If so, it may be e-mailed or provided on disk in html format.

A Checklist is provided to assist the Coordinator is assuring that all required reports are completed and submitted.

	Please note that all files and reporting formats are to be submitted in the same form, and with the same name, as originally provided.  DO NOT COMBINE FILES!!  Also take care not to delete formulas (usually totals) in the Excel spreadsheets.


D.  LISTING AND INSTRUCTIONS FOR YEAR-END REPORTS
The 14 sets of reports and instructions for their completion are as follows:
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1.
CIL Profile
Individual two-page CIL profiles are annually prepared for the Legislative Report.  These include several items of data and information provided in other Year-End Reports discussed later in this document.  They also include three items that are not addressed in the other Year-End Reports.  You are asked to prepare the information for all these items in a narrative format.  A narrative form is provided for this purpose.  In completing the form, refer to the CIL Profile for your CIL in last year’s Legislative Report.

You are asked to submit your profile by November 15th.  The completed Legislative Report CIL Profile for your CIL will be returned to you for proofing and certification.  Separate CIL Profile and Service Area Approval forms are provided for this purpose.    

The following CIL information and data is to be included in the Profile.

a. CIL Name and Address

Begin by providing the CIL name, address, phone numbers, and Internet information.

b. Counties Services
Identify the counties included in the CIL’s service area.  Make sure this is consistent with the Service Area spreadsheet.

c. Year Established
Identify the year that the CIL was originally established.  

d. Number of Staff
Identify the number of full-time staff, part-time staff, and contractual staff.  For the purposes of the Profile, it is usually best to reflect the current number at the time the report is completed.  Do, however, make sure this number makes sense in relation to numbers included in the Board and Staffing Summary.
e. Volunteer Hours
Identify the total hours of volunteer services used by the CIL during FY 2006.  (It has been generally agreed that volunteer service is an essential part of most CILs’ operational capacity, but there has been no general agreement how best to report it.  Reporting the total hours of donated volunteer time is at least one way of recognizing this important feature of CILs.)

f. Consumers Served
Identify the number of consumers served during FY 2006.  This should be the same as the number reported in the Summary of Consumers Participating in CIL Services.

g. Reported FY 2006 Budget
Specify the CIL’s total reported budget for FY 2006.  This should be the same as the total in the Budget and Funding Summaries.  As noted in the instructions for the Budget and Funding Summaries, the FY 2006 figure can be the same as the projected FY 2006 figure in last year’s report, unless the final total proved to be significantly different than the projection. 

h. Projected FY 2007 Budget
Specify the CIL’s total projected budget for FY 2007.  This should be the same as the total in the Budget and Funding Summaries.  

i. CIL Description

Provide a one paragraph description of your CIL for use in the Legislative Report.  The description should highlight any distinguishing characteristics of the organization--things you are proud of, things that pose unique challenges, things that shape the way you do business.  You might pick from the following ideas, or work on your own:

· Do you serve a single county with a large metropolitan area, a multi-county area with low population densities, or a mixture of urban and rural areas?

· Do ethnic or cultural groups constitute a proportion of your population that is high relative to Michigan as a whole?

· Do you have satellite or branch offices?  Are they general purpose, or do they provide specific services?

· Does the CIL get a lot of its work done through volunteers?

· Do you have a very high percentage of staff or Board with disabilities?  Do you have extremely active consumers?  What are they working on in particular?

· Are you a new CIL focused on community development?  Are you one of the oldest CILs, with many on-going initiatives?  Have you been doing a lot of outreach?

· Are you proud of the local support you receive?

· Do you offer services that are unique among Michigan CILs?  Do you have a particularly strong advocacy thrust?  In which general area?

j. Community Impact for FY 2006

Please list accomplishments of the last fiscal year that demonstrate value the CIL had to your community.  Examples:

· Examples of effective advocacy campaigns in transportation, accessibility, housing, etc.

· A new program initiative; award of a major grant.

· Outreach to a new disability group.

· Outreach to a new geographic area.

· Evidence of effective collaboration, especially new or unusual partnerships (coalitions, work groups, award ceremonies, etc.)

· Appointments or election of consumers to key positions in the community.

· A major, successful community event.

k. Priorities for FY 2007

Describe new initiatives or priorities for addressing community needs for the upcoming year.  Examples:

· Expansion of services to a specific area or group.

· Developing capacity to address a specific issue or community need.

· Increased efforts in community networking.

· Development of a critical support or service.


An example profile is given on the next two pages.


Format:  MS Word narrative form.  (CIL Profile.doc)

[Example]

Information for CIL Profile

	Beanville Center for Independent Living (BCIL)

345 String Street • Legume City, MI • 48999

555-123-4567 • 555-123-4568 (FAX)

Info@BeanvilleCIL.org • www.beanvillecil.org



	Counties Served


	Navy, Lima, and Coffee Counties

	Year Established


	1976

	Number of Staff:   - Full-time


	3

	- Part-time


	4

	- Contractual


	2

	Volunteer Hours 10/01/05-9/30/06


	7,850

	Consumers Served 10/01/05-9/30/06


	1,750

	Reported FY 2006 Budget


	$780,000

	Projected FY 2007 Budget


	$755,000


CIL Description

	Beanville Center serves three Central Michigan counties with both urban and rural populations with a base office in Navy County.  The Center has strong commitment to grassroots efforts that engages persons with disabilities and the community in work of system change.  The mission of our Center is to create a society of equal opportunity.  Due to our small staff we rely heavily on volunteers.  Beanville’s focus is on advocacy in transportation, housing and community accessibility.




Community Impact for FY 2006

	· Beanville CIL is a partner of the Navy Consumer Cooperative, a coalition funded through a community foundation to create a peer mentoring program to help transition people with mental illness out of a hospital situation back into the community.  The county foundation grant is providing this 3 year grant with $100,000 per year.  During the first year over 100 individuals have been successfully transitioned into the community.

· A volunteer access team has been established to promote greater community accessibility through elimination of physical barriers. This team has been responsible making 5 local public buildings in Kidney accessibility to persons with disabilities.

· Beanville CIL was instrumental in getting the local transit authority to increase its mileage request.  This has resulted in the transit extending hours.




Priorities for FY 2007

	· Continue to build relationships at the local, state and federal level with legislators which will provide awareness and understanding about disabilities.

· Expand the role of volunteers throughout our organization, cultivating leadership skills and grassroots organizing to effect change in our communities, and support the statewide CIL network advocacy initiatives, including transportation, housing, long-term care, and network development.

· Continue to work on the development of a tri-county transportation system among Navy, Pinto, and Kidney Counties to improve the public transportation system overall.

· Continue to work with area employers on expanding their understanding regarding the requirements of accommodating individuals with disabilities in the workplace.




2.
Service Area

Definitions and descriptions of IL/CIL organizations and service areas are presented in the State Plan for Independent Living.  (See Attachment 1, pages 93-104 in the FY 2005-2007 SPIL.)


You will be provided with an Excel workbook file including both the most recent update of the spreadsheet presented on pages 96-104 of the SPIL Attachment 1, and also a companion spreadsheet specifying the land and inland lake area.  You are asked to review the portions of the spreadsheets giving information about your CIL.  If corrections are needed, make them on the spreadsheets and submit the corrected file with the other Year-End Reports.  Explain in your transmittal message that you have made the corrections and, if appropriate, provide further explanation or information about them.  Finally, when you submit the CIL Service Area Approval Form, check the appropriate box to indicate if changes have been made in the Service Area spreadsheet.


In completing the Service Area spreadsheet, you are asked to determine whether each county within your service area is best described as “Served”, “Underserved”, or “Unserved”.  These terms are operationally defined in a decision table included in the SPIL.  See the table entitled “Comparison of IL/CIL Service Availability” on page 106 of Attachment 1 in the SPIL.


Notes:  For convenience, we are continuing this year to use the 2000 Census figures, as identified in the SPIL Attachment 1 materials.  We have also added a section specifying the number and percentage of individuals with disabilities identified in Census data.  Unfortunately, the Census disability data does not include individuals who are less than five years of age or are in institutions or the armed services.

Format:  Excel workbook data files.  (SPIL CIL Service Areas FY 2006.xls)

[This page left blank as the back of the

Service Area Instructions.]

3.
Organizational Chart

Provide a copy of your most recent organizational chart.  This should show the organizational lines of responsibility and accountability.


Format: MS Word graphic or html format.  (Organization Chart.doc or












  Organization Chart.htm)

4.
List of Board Members

Provide a list of Board members that includes their names, positions, and dates of terms.  Include a summary statement of the number and percent who have disabilities and identify the disabilities which are represented.  This should be the same as reported on the Board and Staffing Summary.  Note that, for this list, you are not asked to identify the individual members who have disabilities.


Also provide the Board President’s address and phone number, including e-mail address.


Format:  MS Word narrative.  (Board Members.doc)

5.
Board and Staffing Summary (Including Hours of Volunteer Time)

Complete a Board and Staffing Summary identifying the composition of your Board as well as the numbers and types of staff.  This includes numbers for the just-completed fiscal year and your projections for the current fiscal year.  It also includes the hours of volunteer time.


Begin by entering your CIL’s name.


For Board membership, you need only enter the total number of members, the number with disabilities, and the number who are minorities.  The percents will be automatically computed.


For employees, you need only enter the numbers of full-time, part-time, and contracted staff for decision-making positions, and similarly for all other staff positions.  The remaining totals and percents will be automatically computed.


Note that, for this purpose, you are asked to identify the actual number of employees.  This differs from the Section 704 Report that asks for FTEs.  We have consistently used the actual number of employees in the Legislative report, believing it more fully describes, in a common-sense manner, the capacity of the CILs than does the more technical FTE computation.


For volunteers, identify the total number of volunteer hours used by your CIL during the year.  This includes all use of volunteers, e.g., administrative support, special projects and events, peer services, etc.


Finally, enter (in cell B7) the date you have completed the spreadsheet.


Format:  Excel workbook data file.  (Board and Staffing FY 2006.xls)

6.
Bylaws, Board Procedures, and Personnel Policy

Identify and describe significant changes in bylaws, Board procedures, and personnel policy during the last year.


Format:  MS Word narrative.  (Bylaws and Policy.doc)

7.
Budget and Funding Summaries

Budget and funding summaries are requested for use in the Legislative Report, other public information materials, and in program evaluation and planning.  In making estimates and projections, use the best methods available to you.  Remember that this information is requested for purposes of program description, not for formal fiscal review or auditing.


Update, as needed, budget and funding summaries for the just completed fiscal year (FY 2006), and provide projections for what will be the current fiscal year (FY 2007).


For this purpose, you will be furnished an Excel Workbook file containing seven spreadsheets for your CIL.  These will include:


a.  FY 2006 Budget Summary


b.  FY 2006 Funding by Source


c.  FY 2006 Funding by Program


d.  FY 2007 Budget Summary


e.  FY 2007 Funding by Source


f.  FY 2007 Funding by Program


g.  Comparison of FY 2006 and 2007 Budget and Funding Summaries


Spreadsheets a., b., and c.


The three FY 2006 budget and funding spreadsheets are the working templates used in preparing last year’s Legislative Report.  If they are substantially accurate, let them stand as prepared last year.  If changes are needed to provide a generally accurate profile of your FY 2006 budget and funding, make the needed changes.  The definitions for the major budget and funding categories are included in last year’s Legislative Report.  (See pages 47, 55, and 61.)


When making changes, please check to be sure that you have the same grand total on all three spreadsheets.



Spreadsheets d., e., and f.


Then, using the FY 2006 budget and funding spreadsheets as guides, complete the three spreadsheets for FY 2007.  Again, please make sure that all three spreadsheets have the same grand total.


If you have any questions about appropriately classifying budget or funding items, adding items or rows to the spreadsheets, or other questions about them, please contact Ted Haworth or Karen Kraft.  It is far easier to resolve issues while the spreadsheets are being done than after they are completed!


Spreadsheet g.


The comparison spreadsheet is designed to automatically calculate comparisons between the FY 2006 and FY 2007 figures.  If it does not appear to be doing this correctly, make a notation to that effect on the transmittal message when you submit the reports.


Finally, you are asked to enter the dates you have completed the spreadsheets in the “Updated” cell on each spreadsheet.  Also be sure to rename the file to insert the acronym for your CIL in the file name.


Format:  Excel workbook data file.  (Folder: Budget and Funding Forms










    File: 06 Budget Funding ?CIL.xls)

8.
Network Service Data Reports

The Network Service Reports include five sets of data in accord with the Michigan CIL reporting database program.  You will be provided with an Excel workbook file that includes the five data compilation spreadsheets:


a.  Consumer Demographics


b.  Community Services Outputs /Activity


c.  Community Services/System Change Outcomes


d.  Consumer Services Outputs /Activity


e.  Consumer Services Outcomes


Using your CIL’s reporting systems, and in accord with the following guidelines, enter the requested data for your CIL on each of the five spreadsheets.  Note that all totals and averages, identified by yellow shading, are set to calculate automatically. You only need to enter data in the un-shaded cells.


Please assess the figures and give thought to them before completing the spreadsheets.  As with any database program, the raw data you obtain from the program may, or may not, accurately describe what has happened.  You need to look carefully at the data to see if it makes sense and seems consistent with what you know and expect – including comparing services provided with outcomes achieved.  If it does not make sense, figure out the inconsistencies and, if appropriate, adjust the data as needed to accurately describe what happened.  To make a change, you must have a reason to do so -- and a logic for any change you make.  But, if a change is needed to make the data accurately describe what happened, you need to do so.


a.
Consumer Demographics


Report the unduplicated number of consumers participating in substantive CIL services during the year.  For Michigan purposes, the numbers reported here will be greater than the more restrictively defined CSR numbers reported in Subpart IIB of the federal Section 704 report.  Additional discussion of substantive services is provided in the section on Consumers Participating in CIL Services.  (See page 25.)



Section A is to reflect the number reported in the Summary of Consumers Participating in CIL Services.  Depending upon local CIL practices, this number may come directly from your automated database, or may represent a combination of database figures with other supplemental counts of consumers participating in CIL services who, for one reason or another, are not entered into the database.  However they are derived, adjust the figures (especially the group number) as needed to reflect your best estimate of an unduplicated annual total.



For this purpose, the Group number is not inclusive of all consumers served through groups.  It includes only those consumers who received services by participating in groups and who are not already counted in the unduplicated Individual figure.  The intent is to supplement the Individual count with those additional group services consumers who would otherwise not be recognized.  How you determine this number will depend on the way that you collect information on group services.  If you cannot determine the number with certainty, provide a number that represents your best, informed estimate.



In the process of determining appropriate group services numbers, take care to distinguish between consumer group services and community group services.  The Consumer Demographics table, as well as the Summary of Consumers Participating in CIL Services, is to reflect only the number of consumers participating in CIL services.  Other persons participating in community services events (such as a transportation rally or disability picnic) are not to be included.  For consumers, participation in a community services event can be considered a consumer service if done as part of an Independent Living Plan or other planned IL service – such as when a consumer working to increase self-advocacy skills participates in an advocacy team that makes a presentation at a rally.



Note that the “Unknown” category for Sections B, C, D, and E is auto-filled to make all Section totals the same as that of Section A.  DO NOT ENTER FIGURES IN THESE YELLOW-HIGHLIGHTED AUTO-FILLED CELLS.


b.
Community Services Outputs/Activity



Report community services outputs/activity in terms of hours, in accord with the CIL database.  For purposes of this report, please round all numbers to the nearest whole number.  DO NOT ENTER DECIMAL FIGURES IN THIS REPORT.



Note that data on "Entities" is only expected for the priority areas of Accessibility, Employment, and Housing.  You may provide them for the other areas, if you wish.  Because "Entities" will reflect at least somewhat different things for each priority area, and because this data is expected for only three of the areas, the report format does not provide for totaling it across all priority areas.
For Michigan purposes, the hours reported here should be consistent with, and reflect the same totals, as those you will use for Community Services in Subpart IICV of the federal Section 704 report for FY 2006.

c.
Community Services/Systems Change Outcomes

Report community services/systems change outcomes in accord with the CIL database.

For Michigan purposes, it is expected that the outcomes reported here should be consistent with, and reflect the same totals, as those you will report as Community Change Achievements for the federal Section 704 report.

d.
Consumer Services Outputs/Activity

Report consumer services outputs/activity in terms of hours and individuals, in accord with the CIL database.  For purposes of this report, please round all numbers to the nearest whole number.  DO NOT ENTER DECIMAL FIGURES IN THIS REPORT.

Remember that, in this spreadsheet compilation of data, the consumer numbers are to reflect an unduplicated annual count of individuals participating in substantive CIL services, for each service category within each outcome area.  This means that the auto-fill total of individuals for each outcome area will NOT be unduplicated, but will instead reflect the total number of “individual/service/year” units of service provided for that outcome area.  

For Michigan purposes, it is expected that the numbers reported here will be greater than the more restrictively defined CSR Individual Services numbers you will report in the federal Section 704 report.  

e.
Consumer Services Outcomes

Report consumer services outcomes in accord with the CIL database.

For Michigan purposes, it is expected that the numbers reported here will be greater than the more restrictively defined CSR Individual Consumer Achievement numbers you will report in the federal Section 704 report.  

Format:  Excel workbook data file.  (Data Compilation FY 2006.xls)

9.
Summary of Consumers Participating in CIL Services

For several statewide program purposes, yearly reports and projections need to be made of the total number of consumers participating in CIL services, as well as the numbers receiving services through the Collaborative and PASREP grants.  Use of these numbers is one of the simplest, non-technical ways of beginning to communicate the value that CILs bring to their communities.  The question, “How many people did you serve?” is simply one of the most basic inquiries that any program must be able to answer.


For this purpose, the number of consumers participating in CIL services is the composite total you determine most accurately portrays all consumers who participated in substantive CIL services during the year.  The general expectation is that a substantive service involves both a purposeful effort by CIL staff or volunteers and interaction with consumer(s) that offers significant worth or value to the individual.  It is important that this judgment be based upon a realistic assessment of the service transaction.  For example, simply providing an address, phone number, or brochure upon request may not rise to the level of substantive services.  (If you have flyers out in the community announcing a meeting or event and someone calls to ask for directions to the event site, it would not be appropriate to report that interaction as a substantive service.  If, however, an individual with a disability calls asking where to find an accessible barber/beauty shop, that interaction would constitute a substantive I&R service.) 


The composite total is to include consumers with individual service records as well as others who engaged during the year in problem-solving information-and-referral services, peer support groups, skills training, or other CIL services that you judge to constitute substantive services.  Insofar as possible, this composite total is to be unduplicated, representing a single comprehensive annual number.  Using whatever means you determine most appropriate for your CIL, calculate and /or estimate a number that you can support and comfortably use.


Please make sure the numbers you report make sense over time (i.e., year-to-year), and match the numbers in the Demographics section of the network service data report. 


To record this data, you will be provided with an Excel workbook file that includes two spreadsheets:

a.  FY 2006  (Verify) 


b.  FY 2007  (Project)


Based upon your CIL’s data reporting system, as well as other information sources as appropriate, update and/or enter the FY 2006 and FY 2007 figures for your CIL.


The FY 2006 spreadsheet reflects projections that were made last year.  Please correct these projections to reflect the final reported numbers of consumers participating in services.


Develop FY 2007 projections based upon your CIL’s FY 2006 experience, adjusting the figures as appropriate to reflect changes you expect to happen in your community and with your CIL’s service delivery during FY 2007.


Finally, update revision dates on the spreadsheets.


Format:  Excel workbook data file.  (Consumers Participating FY 2006.xls)

10.
Racial Composition

You are asked to compare the racial composition of your CIL’s consumer population with that of your service area.  A spreadsheet is provided for this purpose.  The spreadsheet will automatically compute the totals and the percentages for you.  You will need to enter the Census population figures for your service area, which should be the same as shown on the service area spreadsheet. Then, enter your CIL’s consumer service data for FY 2006.  Taking into account the expected impact of objectives you have set for FY 2007, make a general projection of the numbers of each racial group that you expect to participate in CIL services during FY 2007.  Finally, update the revision date on the spreadsheet.

If there are resident population groups which are significantly under-represented among your clientele, an objective to increase the numbers served during the coming year should be included in your Section 704 plans for the upcoming year.


Format:  Excel workbook data file.  (Racial FY 2006.xls)

[This page left blank as the back of the

Instruction on Racial Composition Reports.]

11.
Michigan CIL Benchmarks Self Assessment (Developing CILs only)


All developing CILs are to complete a self-assessment of their progress in achieving the Michigan CIL Developmental Benchmarks.  


The Self-Assessment is provided in Excel workbook format.  Each Benchmark is included as a separate spreadsheet in the workbook file.  You complete the form by entering capital “X”s in the appropriate boxes.  All scoring, including the summary scoring page, is then done automatically.  You can print either a single Benchmark (spreadsheet) if you wish, or the entire set (workbook), by indicating your choice on the print dialog screen.


Further description of the Benchmarks is given in the FY 2005-07 SPIL, Attachment 1, pages 121-126.


Format:  Excel File.  (Benchmarks.xls)

[This page left blank as the back of the

Instructions on the Michigan Developmental CIL Benchmarks.]

12.
Business Plan Summary (Developing CILs only)


All developing CILs are to include a copy of their current business plan.  One possible outline is provided of a plan for developing IL services and supports.  Each CIL is to use whatever outline and approach it determines best for its purposes.


Format:  MS Word narrative file.

[This page left blank as the back of the

Instructions on the Business Plan Summary.]

13.
CIL Profile and Service Area Approval Forms


The CIL Profile and Service Area Approval Forms give assurance that the information in these two reports has been officially reviewed and approved by the organization – usually by the Executive Director.


These forms are not to be submitted with the other reports.  They are instead to be completed and submitted in response to final edited drafts of the Service Area spreadsheet and the Profile.  It is expected that these drafts will be forwarded to you in early December.  Upon receipt of the finalized drafts, you are asked to review them and certify their accuracy.


If you find a problem with either report, immediately contact Karen Kraft or Ted Haworth to resolve the problem.  If a last-minute change is needed, it will be done and a new final draft forwarded to you.


To complete the forms, enter the organization name or acronym and the name of the person signing the forms.  The designated officer (usually the Director) is then to sign and date both forms.


Format:  MS Word document files.  (CIL Profile Approval Form.doc)










 (CIL Service Area Approval Form.doc)

[This page left blank as the back of the Instructions on 

the CIL Profile and Service Area Approval Forms.]
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